MOS 3432, DI SBURSI NG TECHNI ClI AN

DUTY AREA 01 - ADM NI STRATI VE FUNCTI ONS

TASK: 3432.01.01 MAI NTAI N CORRESPONDENCE FI LES AND DI RECTI VES

CONDI TION(S): Gven file folders, labels, list of applicable standard
subj ect

i dentifier codes (SSIC), correspondence, reports, nessages, and records
to be

mai nt ai ned, and the references.

STANDARD(S): To provide for storage and retrieval of information per
t he references.

PERFORMANCE STEPS

1. Establish file folders by SSIC sequence.

2. Maintain correspondence files by cal endar year

3. File nessages in date tinme group sequence.

4. File correspondence reports and records in appropriate file

f ol ders.

5. Annotate files.

6. Close out and retain expired files.

7. Destroy or forward expired files for archive.

8. Miintain historical data files.

REFERENCE( S) :
1. MCO 5210. 11, Records Managenment Program
2. MCO P5215.17, The USMC Techni cal Publications System
3. SECNAVI NST 5210. 11, DoN Standard Subject Identification Codes

4. SECNAVI NST P5216.5, DON Correspondence Manua



I NI TIAL TRAI NI NG SETTING MXT (Standard) Sustainment (1) Req By (Pvt)

TASK: 3432.01.02 UTILIZE PERSONAL COWPUTER (PC) AND MARI NE CORPS
STANDARD SCOFTWARE

CONDI TION(S): G ven a personal conmputer, software applications, and the
ref erences.

STANDARD( S): To performrequired operations per the references.
PERFORMANCE STEPS:

1. Boot up the PC
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2. Operate Marine Corps standard spreadsheet application.

3. Operate Marine Corps standard data base application.

4. Operate Marine Corps standard word processing application.

5. Operate Marine Corps standard financi al nmanagenent software.

6. Save work as applicable.

7. Close application.



REFERENCE( S) :
1. PC manufacturer's operating instructions
2. Software manufacturer's operating instructions

I NI TI AL TRAI NI NG SETTING MJJT (Standard) Sustai nment (12) Req By (Pvt)

TASK: 3432.01.03 OPERATE THE MARI NE CORPS DATA NETWORK ( MCDN)

CONDI TION(S): G ven the requirenment to verify, extract, nodify MCTFS
records, an
on-line termnal with user's ID and password, and the reference.

STANDARD( S): To neet standards of accuracy per the reference.
PERFORMANCE STEPS:

1. Access the MCDN system using accessor |ID (ACID) and password.

2. Select the specific systemnmenu for the desired application.

3. Select the required screen using the nenber's date el enents or
remark
descri ptions.

4. Performthe required application.

5. Exit the MCDN system

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
Syst em Manual

2. MCO P1080.40, Marine Corps Total Force System (MCTFS) Personnel
Recor ds
I nformati on Manual (PRI'M

I NI TI AL TRAI NI NG SETTI NG Formal School (Preliminary) Sustainment (12)
Req By (Pvt)
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DUTY AREA 02 - PAY FUNCTI ONS

TASK: 3432.02.01 PREPARE AN ON-LINE DI ARY (OLD)

CONDI TION(S): G ven access to a personal conputer, user |ID, password,
El ectronic

Si gnature (ELSI G/ SEED, supporting/substantiating ("S") docunents, and
t he references.

STANDARD( S): To neet standards of accuracy for the MCTFS per the
ref erences.

PERFORMANCE STEPS:

1. Access the OLD systemusing the accessor |IC (ACID), password,
and ELSI G SEED.

2. Select the desired option fromthe nmenu.

3. Properly format the diary using the correct transacti on codes.

4. Exit the OLD system

5. Deliver the diary and "S" docunents to the auditor for review

6. Correct discrepancies.

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay



Syst em Manual

2. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainnent (12) Req
By (Pvt)

TASK: 3432.02.02 PROCESS M LI TARY DI SBURSI NG DOCUMENTS

CONDI TION(S): G ven mlitary disbursing docunents, access to Marine
Cor ps Data Network
(MCDN), calculator, and the references.

STANDARD( S): To neet standards of accuracy for the MCTFS per the
ref erences.

PERFORMANCE STEPS:

1. Receive and review the mlitary disbursing docunents to
deternine the required
action.

2. Process the docunents and take appropriate action.

3. Submt the docunents to the auditor for review

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)

Aut onat ed Pay
Syst em Manual
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2. DOD FWMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TIAL TRAI NI NG SETTING MXT (Standard) Sustainment (6) Req By (Pvt)

TASK: 3432.02.03 AUDI T AN ON-LI NE DI ARY (OLD)

CONDI TION(S): G ven a hard copy diary or access to Marine Corps Data
Net wor k (MCDN), supporting/substantiating ("S") documents, and the
ref erences.

STANDARD( S): To neet standards of accuracy per the references prior to
subm ssi on for
certification.

PERFORMANCE STEPS:

1. Receive the hard copy and "S" docunents fromthe preparer or
access the MCDN.

2. Conpare the diary against the "S" docunents.

3. Ensure discrepancies are corrected.

4., Submit the diary and "S" docunents to the certifying officer for
certification.

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
Syst em Manual

2. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainment (6)
Req By (SSgt)

TASK: 3432.02.04 AUDI T M LITARY DI SBURSI NG DOCUMENTS

CONDI TION(S): Gven mlitary disbursing docunments, access to Marine
Cor ps Data Network



(MCDN), calculator, and the references.

STANDARD( S): To neet standards of accuracy per the references prior to
submi ssi on for
certification.

PERFORMANCE STEPS:

1. Receive the docunents and a hard copy of the MCTFS screen or
access to MCDN.

2. Review the docunents to ensure correct action has been taken.

3. Ensure discrepancies are corrected.

4. Process the docunents.

5. Subnmit the documents to the certifying officer for certification
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REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut omat ed Pay
Syst em Manual

2. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAI NI NG SETTING MJJT (Standard) Sustai nment (6) Req By (SSgt)




TASK: 3432.02.05 PROCESS A PAY MANAGEMENT REPORT

CONDI TION(S): G ven a pay nmanagenent report, supporting/substantiating
("S") docunents,
cal cul ator, and the references.

STANDARD( S): To neet standards of accuracy per the references.

PERFORMANCE STEPS:

1. Receive the pay managenent report fromthe auditor.

2. Review the report to determ ne required actions for the
foll owi ng:

a. On-line diary reports (Automatic Direction Finder (ADF),
| CR, MECF,
etc.)

b. System exception report

3. Annotate the report with the corrective action taken.

4. Submt the report to the auditor for review

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS)
Aut onat ed Pay
Syst em Manual

2. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainnent (12) Req
By (Pvt)

TASK: 3432.02. 06 COVPUTE ADJUSTMENTS TO PAY AND ALLOWANCES

CONDI TION(S): G ven the requirenment to conpute adjustnents to pay and
al | owances,
supporting/substantiating ("S") documents, cal culator, and the



ref erences.
STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS

1. Receive the "S" docunents fromthe adm nistration office (S-1),
DFAS, or other
agenci es.
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2. Compute adjustnents for basic pay, special pay, incentive pay,
and/ or
al | owances.

3. Properly annotate the "S" docunents.

4. Submt the "S" docunents to the auditor for review

REFERENCE( S) :
1. JTRJFTR

2. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS)
Aut onat ed Pay
Syst em Manua

3. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Formal School (Standard) Sustainnent (12) Req
By (Pvt)



TASK: 3432.02.07 COWPUTE SPECI AL PAYMENTS

CONDI TION(S): G ven a request for a special paynent fromthe comandi ng
of ficer,

supporting/substantiating ("S") docunents, nenber's Leave and Earning
St at enent (LES),

cal cul ator, access to the Marine Corps Data Network (MCDN), and the
references.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Determ ne and conpute entitlenents, as required, for the

fol | owi ng:

a. Transient/transfer paynents

b. C. O directed paynents

c. Reenlistnent bonuses

d. Lunp sumleave (LSL)

e. Advanced pay and al |l owances

f. Death gratuities

g. Reaccession

h. Advanced Basic Allowance for Quarters (BAQ and Vai abl e
Housi ng
Al | owance (VHA)

2. Properly annotate the "S" docunents with the action taken.



3. Submt the "S" docunents to the auditor for review

4. Add the special paynent to the daily special payroll, as
required.
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REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut omat ed Pay

Syst em Manual

2. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainnent (12) Req
By (Pvt)

TASK: 3432.02. 08 PROCESS ALLOTMENTS OF PAY

CONDI TION(S): G ven a request for an allotnment of pay,
supporting/substantiating ("S")
docunents, cal culator, and the references.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Receive the request for allotnment of pay fromthe commandi ng
of ficer.

2. Reviewthe availability of pay for allotnent.



3. Submt the docunentation to the auditor for review.

REFERENCE( S) :
1. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAINI NG SETTING MJJT (Standard) Sustai nment (6) Req By (Pvt)

TASK: 3432.02. 09 COVPUTE DEDUCTI ONS AND COLLECTI ONS OF PAY

CONDI TION(S): G ven the requirement to conpute a deduction and/or
col l ection of pay, supporting/substantiating ("S") docunents,
cal cul ator, and the references.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Receive the "S" docunents fromthe commandi ng of ficer, DFAS, or
ot her agenci es.

2. Deternine and conpute deductions and/or collections, as
required, for the
fol |l owi ng:

a. FITW (Federal Inconme Tax W thhol di ng)

b. FICA (Federal I|nsurance Contributions Act)/Medicare.

c. SITW(State Incone Tax Wt hhol di ng)

d. SG.I (Servicenmen's Group Life Insurance)
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e. Non-judicial punishment/Courts martial (NJP/CM

f. Retirenment home

g. Dental plan

h. M3 B (Mntgomery G1I. Bill)

3. Properly annotate the "S" docunents.

4. Submit the "S" docunments and conputations to the auditor for
revi ew.

REFERENCE( S) :
1. Manual for Courts-Mrti al

2. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS)
Aut onat ed Pay
Syst em Manual

3. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Formal School (Standard) Sustainnent (12) Req
By (Pvt)

TASK: 3432.02.10 PREPARE A SPECI AL/ SPLI T PAYROLL

CONDI TION(S): G ven the requirenent to prepare a special/split payroll
supporting/substantiating ("S") docunents, cal culator, VEF 1200
extract, and the

ref erences.



STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Prepare the special/split payroll/MV utilizing the "S"
docunents.

2. Submit the payroll to the auditor for review

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
System Manua

2.  MCO P1080.40, Marine Corps Total Force System (MCTFS) Personne
Recor ds
I nformati on Manual (PRIM

I NI TI AL TRAI NI NG SETTI NG Formal School (Standard) Sustainnent (12) Req
By (Pvt)

TASK: 3432.02.11 PROCESS A DECENTRALI ZED (ROUGH) REGULAR PAYROLL

CONDI TION(S): G ven a decentralized (rough) regular payroll, direct
deposit |isting,

suspect paynent |isting, access to the MCTFS, cal culator, and the
ref erences.
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STANDARD( S): To neet standards of accuracy per the references.



PERFORMANCE STEPS:

1. Review the Support Paynent Listing and NAVMC Forns 11116 for
appropriate action.

2. Compute paynents for adds and changes to the payroll

3. Process adds, changes, and deletes to the payroll

4., Submit the payroll to the auditor for review.

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
Syst em Manua

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainnent (12) Req
By (Pvt)

TASK: 3432.02.12 PROCESS A CENTRALI ZED REGULAR PAYROLL

CONDI TION(S): Gven a centralized payroll, direct deposit listing,
suspect paynent

listing (SPL), U S. Treasury checks, access to the MCTFS, cal cul ator
and the

ref erences.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS

1. Review the Support Paynent Listing and NAVMC Forns 11116
[Mscell aneous Mlitary
Pay Order/ Special Paynment Authorization] for appropriate action

2. Pull checks for all transfers.

3. Return undeliverable checks to the auditor

4. Conpute special paynment for all joinees.



5. Add joinees to the daily special payroll.

6. Subnit the payroll to the auditor for review

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
Syst em Manual

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainnent (12) Req
By (Pvt)

TASK: 3432.02.13 ADJUST LEAVE ENTI TLEMENTS
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CONDI TION(S): G ven the requirenent to adjust |eave entitlenents,
supporting/substantiating ("S") docunents, access to the Marine Corps

Dat a Net wor K,
(MCDN) cal cul ator, and the references.

STANDARD( S): To neet standards of accuracy per the references.

PERFORMANCE STEPS:

1. Receive the "S" docunents fromthe commandi ng of ficer, DFAS, or
MCTFS.



2. Review MCDN to deternine required action

3. Conpute adjustnents for |eave bal ance, |unp sum | eave, and/or
excess | eave.

4. Properly annotate the "S" docunents with the corrective action
to be taken.

5. Submt the "S" docunents to the auditor for review.
REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
Syst em Manual

2. DOD FWMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Formal School (Standard) Sustainnment (12) Req
By (Pvt)

TASK: 3432.02.14 PREPARE NOTI FI CATI ON AND/ OR WAl VER OF | NDEBTEDNESS

CONDI TION(S): G ven a nenmber in an overpaid status,

supporting/ substantiating ("S")

docunents, nenber's Leave and Earning Statenent (LES), cal cul ator,
| ocal forms, and the

ref erences.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Conpute anpunt of indebtedness.

2. Submt the local forns to the auditor for review

3. Prepare for a waiver of indebtedness, as required.

a. Prepare the disbursing officer endorsenent.

b. Suspend liquidation of indebtedness.



4. Submt the waiver to the auditor for review

REFERENCE( S) :
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1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
Syst em Manua

2. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAINING SETTING MJJT (Standard) Sustai nment (12) Req By (Pvt)

TASK: 3432.02.15 PREPARE A SEPARATI ON RETI REMENT DOCUMENT

CONDI TION(S): G ven a nenber separating or retiring fromactive duty,

supporting/substantiating ("S") docunents, Marine Corps Autonated
Separati on Sheet

Process (MCASSP), access to the Marine Corps Data Network (MCDN)
cal cul ator, and the

ref erences.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS

1. Receive the "S" docunents from external agencies.

2. Conpute discharge account sunmary sheet using the MCASSP



3. Stop allotnments, as applicable.

4, Submit final port of enbarkation (POE), as applicable.

5. Properly annotate the "S" docunents with the action taken.

6. Return the "S" docunents to the conmmandi ng officer for
corrective action, as
required.

7. Submt the "S" docunents to the auditor for review.

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
Syst em Manual

2. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures
3. MCO P1900. 16, USMC Separati ons Manual

I NI TI AL TRAI NI NG SETTI NG Formal School (Standard) Sustainnent (12) Req
By (Pvt)

TASK: 3432.02.16 AUDIT A PAY MANAGEMENT REPORT

CONDI TION(S): G ven a processed pay management report,
supporting/ substantiating ("S")
docunents, calculator, and the references.

STANDARD( S): To neet standards of accuracy per the references prior to
submi ssion for
certification.
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PERFORMANCE STEPS:

1. Receive the pay managenent report fromthe pay clerk.

2. Reviewthe report to ensure the accuracy of the follow ng:

a. On-line diary reports (Automatic Direction Finder (ADF),
| CR, MECF,
etc.)

b. System exception report.

3. Ensure discrepancies are corrected.

4., Submit the report to the certifying officer for certification.

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
Syst em Manual

2. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainnent (12) Req
By (SSgt)

TASK: 3432.02.17 AUDI T ADJUSTMENTS TO PAY AND ALLOWANCES

CONDI TION(S): G ven adjustnent to pay and al |l owances conputati ons,



supporting/substantiating ("S") documents, cal culator, and the
ref erences.

STANDARD( S): To neet standards of accuracy per the references prior to

subm ssion for
certification.

PERFORMANCE STEPS:

1. Receive the "S" docunents and conputations fromthe pay clerk.

2. Audit adjustnents for basic pay, special pay, incentive pay,
and/ or al |l owances.

3. Audit the "S" docunents.

4. Ensure discrepancies are corrected.

5. Subnmit the "S" docunents to the certifying officer for
certification.

REFERENCE( S) :
1. JTRJFTR

2. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS)
Aut omat ed Pay
Syst em Manua

3. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures
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I NI TIAL TRAI NI NG SETTI NG Formal School (Standard) Sustainnent (12)
By (SSgt)

Req



TASK: 3432.02.18 AUDI T SPECI AL PAYMENTS

CONDI TION(S): G ven special paynment conputations,
supporting/substantiating ("S")

docunents, nenber's LES [Leave and Earnings Statenent], cal cul ator,
access to the Marine

Corps Data Network (MCDN), and the references.

STANDARD( S): To neet standards of accuracy per the references prior to
payment .

PERFORMANCE STEPS:

1. Receive the "S" docunents and conputations fromthe pay clerk.

2. Audit conputed entitlenents for the foll ow ng:

a. Transient/transfer paynents

b. C. O directed paynents

c. Reenlistnment bonuses

d. Lunp sum |l eave (LSL)

e. Advanced pay and al |l owances

f. Death gratuities

g. Reaccession

h. Advanced Basic Allowance for Quarters (BAQ and Variable
Housi ng
Al | owance (VHA)



3. Verify the "S" docunents.

4., Return the "S" docunents to the pay clerk to include on speci al
payrol | .
REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
Syst em Manual

2. DOD FWMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Formal School (Standard) Sustainment (12) Req
By (SSgt)

TASK: 3432.02.19 AUDI T ALLOTMENTS OF PAY

CONDI TION(S): G ven a processed bond and al |l ot rent (B&A) authorization,
supporting/substantiating ("S") docunents, calculator, and the
ref erences.
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STANDARD( S): To neet standards of accuracy per the references prior to
subm ssi on for
certification.

PERFORMANCE STEPS:

1. Receive the processed B&A and "S" docunents fromthe pay clerk.



2. Review availability of pay for allotnent.

3. Ensure discrepancies are corrected.

4., Submt the B&A and "S" docunents to the certifying officer for
certification.

REFERENCE( S) :
1. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures

INITIAL TRAI NI NG SETTING MXT (Standard) Sustainment (12) Req By
(SSgt )

TASK: 3432.02.20 AUDI T DEDUCTI ONS AND COLLECTI ONS OF PAY

CONDI TION(S): G ven deduction and/or collection of pay conputations,
supporting/substantiating ("S") documents, cal culator, and the
ref erences.

STANDARD( S): To neet standards of accuracy per the references prior to
subm ssi on for
certification.

PERFORMANCE STEPS

1. Receive the "S" docunents and conputations fromthe pay clerk

2. Audit deduction and/or collection of pay conputations, as
required, for the
fol | owi ng:

a. FITW (Federal Inconme Tax Wthhol di ng)

b. FICA (Federal Insurance Contributions Act)/Medicare

c. SITW(State Incone Tax Wt hhol di ng)

d. SG.I (Servicemens Group Life Insurance)



e. Non-judicial punishment/Courts martial (NJP/CM

f. Retirenent hone

g. Dental plan

h. M3AB (Mntgonery G 1. Bill)

3. Verify the "S" docunents.

4. Ensure discrepancies are corrected.
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5. Subnit the "S" docunents to the certifying officer for
certification.

REFERENCE( S) :
1. Manual for Courts-Mrti al

2. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS)
Aut omat ed Pay
Syst em Manual

3. DOD FWMR, VOL. 7, Mlitary Pay Policy and Procedures



I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainnent (12) Req
By (SSgt)

TASK: 3432.02.21 AUDI T A SPECI AL PAYROLL
CONDI TION(S): G ven a prepared special payroll

supporting/substantiating ("S")
docunents, calculator, and the references.

STANDARD( S) : To neet standards of accuracy per the references prior to
subm ssi on for
payment .

PERFORMANCE STEPS

1. Receive the "S" docunents and prepared payroll fromthe pay
clerk.

2. Verify the payroll data utilizing the "S" docunents, unit
di aries, and nenber's
"T" force data when avail abl e.

3. Ensure discrepancies are corrected.

4. Authorize paynment on special/split payroll

5. Subnit the payroll to the pay officer for paynent.

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)

Aut onat ed Pay
Syst em Manua

2. MCO P1080.40, Marine Corps Total Force System (MCTFS) Personne
Recor ds
I nformati on Manual (PRIM

INITIAL TRAI NI NG SETTING MXT (Standard) Sustainment (12) Req By
(SSgt)

TASK: 3432.02.22 AUDI T A DECENTRALI ZED ( ROUGH) REGULAR PAYROLL



CONDI TION(S): G ven a decentralized (ROUGH) regular payroll, direct
deposit listing,

suspect paynent listing (SPL), Leave and Earnings Statenments, access to
t he Mari ne Corps

Dat a Network (MCDN), cal culator, and the references.
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STANDARD( S): To neet standards of accuracy per the references prior to
submi ssion for
certification.

PERFORMANCE STEPS

1. Forward the ROUGH payroll, SPL, NAVMC Fornms 11116 [ M scel | aneous

Mlitary Pay
Order/ Speci al Paynment Authorization], and other docunentation to the
pay clerk

for appropriate action.

2. Audit computations received fromthe pay clerk for adds,
changes, and deletes to
t he payroll.

3. Ensure that discrepancies are corrected.

4., Submit the payroll to the certifying officer for certification

REFERENCE( S) :



1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS)
Aut onat ed Pay
System Manua

INITIAL TRAI NI NG SETTING MXT (Standard) Sustainment (12) Req By
(SSgt )

TASK: 3432.02.23 AUDI T A CENTRALI ZED REGULAR PAYROLL

CONDI TION(S): G ven a centralized regular payroll, direct deposit
listing, suspect

paynment listing (SPL), U S. Treasury checks, Leave and Earning
Statenents (LESs), access

to the MCTFS, cal cul ator, and the references.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Forward the payroll, SPL, NAVMC Fornms 11116 [ M scel |l aneous
Mlitary Pay

Order/ Speci al Paynent Aut horization], treasury checks, and other
docunents to

the pay clerk for appropriate action.

2. Receive and validate undeliverabl e checks.

3. Ensure undel i verabl e checks are cancel | ed.

4. Ensure special paynments are nade.

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System (MCTFS)

Aut onat ed Pay
System Manua

INITIAL TRAI NI NG SETTING MXT (Standard) Sustainment (12) Req By
(SSgt)

TASK: 3432.02.24 AUDI T LEAVE ENTI TLEMENTS
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CONDI TION(S): G ven adjustnent to | eave entitlenent conputations,
supporting/substantiating ("S") docunents, access to the Marine Corps
Dat a Net wor k

(MCDN), calculator, and the references.

STANDARD( S): To neet standards of accuracy per the references prior to
subm ssi on for
certification.

PERFORMANCE STEPS:

1. Audit the "S" docunents and adjustnents for |eave bal ance, [unp
sum | eave,
and/ or excess | eave conputations fromthe pay clerk.

2. Ensure discrepancies are corrected.

3. Subnmit the "S" docunents and conputations to the certifying
of ficer for
certification.

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay
Syst em Manual

2. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures



I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustai nment (12) Req By
(SSgt)

TASK: 3432.02.25 AUDI T NOTI FI CATI ON AND/ OR WAI VER OF | NDEBTEDNESS

CONDI TION(S): G ven a prepared notification and/or waiver of

i ndebt edness,

supporting/substantiating ("S") docunments, nenber's Leave and Earni ngs
St at enent (LES),

cal cul ator, and the references.

STANDARD( S): To neet standards of accuracy per the references prior to
submi ssi on for
certification.

PERFORMANCE STEPS:

1. Audit indebtedness conputations.

2. Audit the notification of indebtedness (LES).

3. Ensure discrepancies are corrected.

4. Audit the waiver of indebtedness.

5. Ensure the servicing finance/disbursing officer endorsenent is

properly
prepar ed.

6. Ensure liquidation of indebtedness is suspended.

7. Subnmit the waiver to the servicing finance/disbursing officer
for signature
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REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut omat ed Pay
Syst em Manua

2. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Formal School (Standard) Sustainnent (12) Req
By (SSgt)

TASK: 3432.02.26 AUDI T A SEPARATI ON/ RETI REMENT DOCUMENT

CONDI TION(S): G ven a prepared separation/retirement docunent,
supporting/substantiating ("S") docunents, access to the Marine Corps
Aut omat ed

Settl ement Sheet Process (MCASSP) and the Marine Corps Data Network
(MCDN), cal cul ator,

and the references.

STANDARD( S): To neet standards of accuracy per the references prior to
submi ssi on for
certification.

PERFORMANCE STEPS:

1. Audit the discharge account summary sheet conputations paying
speci al attention

to Clothing Replacenment Allowance (CRA), severance/separation
payment,

recoupment, and excess | eave checkages.

2. Ensure allotnents are stopped, as applicable.

3. Ensure final Port of Enbarkation (POE) is submtted, as
appl i cabl e.



4. Ensure discrepancies are corrected.

5. Subnmit the "S" docunents to the certifying officer for
certification.

6. Ensure all paynents have been deduct ed.

7. Ensure all |eave periods have been accounted for or reported.

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut omat ed Pay
Syst em Manual

2. DOD FMR, VOL. 7, Mlitary Pay Policy and Procedures
3.  MCO P1900. 16, USMC Separati ons Manual

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainnent (12) Req
By (SSgt)
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DUTY AREA 03 - TRAVEL FUNCTI ONS

TASK: 3432.03.01 COWUTE TEMPORARY DUTY (TDY) SETTLEMENTS/ ADVANCES

CONDI TION(S): G ven a travel voucher, basic original orders,
endor senents, receipts,



access to Integrated Automated Travel System (IATS), and the
ref erences.

STANDARD( S): To neet standards of accuracy per the references prior to
rel ease to the
audi tor for revei w.

PERFORMANCE STEPS:

1. Ensure receipt of basic original orders, endorsements, receipts,
and required
copi es.

2. Deternine and conpute all owances payabl e.

3. Compute advances for nonfrequent travelers or frequent
travel ers.

4. Conplete travel voucher

5. Endorse basic original orders.

6. Prepare discrepancy notice.

7. Conplete MCTFS checkage.

8. Rel ease docunents to the auditor for review

REFERENCE( S) :
1. Defense Table of Distances (DTOD)
2. JTR/JFTR
3. DOD FMR, VOL. 9, Travel Policy and Procedures

4. MCO P1000. 6, Assignnment, Classification, and Travel Systens
(ACTS) Manua

5. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

6. MCO P7301.104, Account Appropriations for Mlitary Personne
UsSMC

I NI TI AL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainment (4)



Req By (Pvt)

TASK: 3432.03.02 COVPUTE PERMANENT CHANGE OF STATI ON ( PCS)
SETTLEMENTS/ ADVANCES

CONDI TION(S): G ven a travel voucher, basic original orders,
endor senents, receipts,

access to Integrated Automated Travel System (1ATS), and the
references.

STANDARD( S) : To neet standards of accuracy per the references prior to
rel ease to the
auditor for review
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PERFORMANCE STEPS:

1. Ensure travel voucher is accurate and conplete.

2. Ensure receipt of basic original orders, endorsenents, receipts,
and required
copi es.

3. Deternmine and conpute entitlenents.

4. Conpute el apsed tine.

5. Conpute PCS advances to include independent travel /DLA with
NAVMC Form 11115.



6. Prepare discrepancy notice.
7. Conplete travel voucher

8. Endorse basic original orders or certificate in lieu of
order s/ NAVMC Form 11060.

9. Conplete MCTFS checkage.
10. Rel ease docunents to the auditor for review

REFERENCE( S) :
1. Defense Table of Distances (DTOD)
2. JTR/JFTR
3. DOD FMR, VOL. 9, Travel Policy and Procedures

4. MCO P1000. 6, Assignnment, Classification, and Travel Systens
(ACTS) Manua

5. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

6. MCO P7301.104, Account Appropriations for Mlitary Personne
uUsMC

I NI TI AL TRAI NI NG SETTI NG Formal School (Prelimnary) Sustainment (6)
Req By (Pvt)

TASK: 3432.03.03 AUDI T TEMPORARY DUTY (TDY) SETTLEMENTS/ ADVANCES

CONDI TION(S): G ven a travel voucher, basic original orders,

endor senents, required

copies, receipts, access to Integrated Automated Travel System (IATS),
and the

ref erences.

STANDARD( S): To neet standards of accuracy per the references prior to
rel ease for
certification.

PERFORMANCE STEPS:



1. Audit TDY travel advances/settlenents and di screpancy notices
for accuracy and
conpl et eness.
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2. Ensure basic original orders are endorsed.

3. Release for certification.

REFERENCE( S) :
1. Defense Table of Distances (DTOD)
2. JTR/JFTR
3. DOD FMR, VOL. 9, Travel Policy and Procedures
4., MCO P4650.37, Marine Corps Travel Instructions Manual (MCTIM

I NI TI AL TRAI NI NG SETTI NG Fornal School (Prelimnary) Sustainnment (12)
Req By (SSgt)

TASK: 3432.03.04 AUDI T PERMANENT CHANGE OF STATI ON ( PCS)
SETTLEMENTS/ ADVANCES

CONDI TION(S): G ven a travel voucher, basic original orders, required
copi es,

endorsenents, receipts, access to Integrated Automated Travel System
(I ATS), and the

ref erences.



STANDARD( S): To neet standards of accuracy per the references prior to
rel ease for
certification.

PERFORMANCE STEPS:

1. Audit the travel advances/settlenents and di screpancy notices
for accuracy and
conpl et eness.

2. Ensure basic original orders are endorsed.
3. Release for certification.

REFERENCE( S) :
1. Defense Table of Distances (DTOD)
2. JTR/JFTR
3. DOD FMR, VOL. 9, Travel Policy and Procedures

4. MCO P1000. 6, Assignment, Classification, and Travel Systens
(ACTS) Manua

5.  MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainment (2)
Req By (SSgt)

TASK: 3432.03.06 MAI NTAI N SEPARATI ON SUSPENSE FI LE
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CONDI TION(S): G ven a NAVMC Form 11060 [ Separation/ Travel Pay
Certificate], trave
advance voucher, proper mailing address, and the reference.

STANDARD( S) : To support m ssion requirenments per the reference.

PERFORMANCE STEPS:

1. Review docunents.

2. Verify date of separation

3. Forward docunents to DFAS under cover letter within allotted
tinme frane.

REFERENCE( S) :
1. DOD FMR, VOL. 9, Travel Policy and Procedures
2. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

I NI TI AL TRAI NI NG SETTING MJJT (Standard) Sustai nment (3) Req By (PFC)

TASK: 3432.03.07 COWPUTE CI VI LI AN PERVANENT CHANGE OF STATI ON ( PCS)
SETTLEMENTS/ ADVANCES

CONDI TION(S): G ven a DD Form 1351-2 [Travel Voucher], basic origina
orders,

endorsenents, receipts, access to Integrated Automated Travel System
and the

ref erences.

STANDARD( S): To neet standards of accuracy per the references prior to
rel ease to the
audi tor for review

PERFORMANCE STEPS:



1. Ensure receipt of basic original orders, endorsements, receipts,
and required
copi es.

2. Determine and conpute payable rel ocation all owances.

3. Determine and conpute relocation incone tax allowance.

4. Process R TA clains for taxes.

REFERENCE( S) :
1. Defense Table of Distances (DTOD)
2. JTR/JFTR
3. DOD FMR, VOL. 9, Travel Policy and Procedures
4. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

5. MCO P7301. 104, Account Appropriations for Mlitary Personne
usmc
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I NI TIAL TRAI NI NG SETTING MXIT (Standard) Sustai nment (12) Req By (Sgt)
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DUTY AREA 04 - FI SCAL FUNCTI ONS

TASK: 3432.04.01 PREPARE DAILY STATEMENT OF ACCOUNTABI LI TY

CONDI TION(S): G ven a bal ance sheet, supporting/substantiating ("S")
docunent s,
cal cul ator, and the reference

STANDARD( S): To neet standards of accuracy per the reference prior to
submi ssion for
audi t.

PERFORMANCE STEPS

1. Ensure all supporting docunents are encl osed/ avail abl e.

2. Prepare daily statement of accountability.

3. Ensure discrepancies are corrected.

4. Submit the daily statement of accountability for audit.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTING MJJT (Standard) Sustai nment (12) Req By (Pvt)

TASK: 3432.04.02 PROCESS EXCHANGE FOR CASH CHECK

CONDI TION(S): G ven a request for exchange for cash check, pertinent
check dat a,
simul ated treasury check, typewiter, and the reference.



STANDARD( S): To neet standards of accuracy per the references prior to
subm ssion for
audi t.

PERFORMANCE STEPS:

1. Onbtain pertinent data and bl ank treasury check.

2. Prepare check.

3. Submit for audit and signature.

4., Di sburse check.

5. Account for check on daily business.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTING MJJT (Standard) Sustai nment (12) Req By (Pvt)
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TASK: 3432.04.03 PROCESS CHECKS FCOR DI SBURSEMENT



CONDI TION(S): G ven prepared checks, chain of custody paperwork, NAVMC
Form 11119

[ Del egati on of Authority], armed forces identification card, and the
reference.

STANDARD( S): To neet standards of accuracy per the references.

PERFORMANCE STEPS:

1. Verify recipient is authorized to receipt for checks.

2. Verify receipt of individual checks with identification card.

3. Obtain payroll signature of individual receiving checks.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TIAL TRAI NI NG SETTING MXT (Standard) Sustainment (9) Req By (Pvt)

TASK: 3432.04.04 PROCESS DEPOSI T TI CKETS

CONDI TION(S): G ven checks for deposit, deposit tickets, and the
ref erence.

STANDARD( S): To neet standards of accuracy per the reference prior to
submi ssi on for
audi t .

PERFORMANCE STEPS:

1. Run two tapes on negotiable instrunents.

2. Endorse and date checks.

3. Type deposit tickets.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TIAL TRAI NI NG SETTING MXT (Standard) Sustainment (6) Req By (Pvt)




TASK: 3432.04.05 PREPARE CHECKS

CONDI TION(S): G ven source docunents, blank checks, FM-End User
Conput er Equi prnent
(EUCE), typewriter or personal conmputer, and the reference.

STANDARD( S): To neet standards of accuracy per the reference prior to
subm ssion for
si gnat ure.
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PERFORMANCE STEPS:

1. Print checks.

2. Print check abstracts and supporting docunentation.

3. Audit check agai nst source docunent.

4., Obtain signature.

5. Distribute docunentation

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TIAL TRAI NI NG SETTING MXT (Standard) Sustainment (6) Req By (Pvt)



TASK: 3432.04.06 PREPARE COLLECTI ON VOUCHERS

CONDI TION(S): G ven source docunents, typewiter or personal conmputer,
and the
ref erence.

STANDARD( S): To neet standards of accuracy per the references.

PERFORMANCE STEPS:

1. Conplete appropriate form

2. Verify appropriate data bal ances.

3. Submt for audit.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustainment (2) Req By (Pvt)

TASK: 3432.04.07 PREPARE STANDARD FORM ( SF) 1080

CONDI TION(S): G ven an SF 1080 [Voucher for Transfers Between
Appropriations and/ or
Funds] and the reference.

STANDARD( S): To neet standards of accuracy per the references.

PERFORMANCE STEPS:

1. Determne the appropriation data to be changed or credited.

2. Prepare the SF 1080.
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3. Submit the SF 1080 for audit.

4. Correct discrepancies.

5. Distribute SF 1080.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TIAL TRAI NI NG SETTING MXT (Standard) Sustainment (6) Req By (Pvt)

TASK: 3432.04.08 PROCESS DI SBURSI NG VOUCHER | NTO AUTOVATED SYSTEM

CONDI TION(S): G ven source docunments, access to Standard Accounti ng,
Budgeti ng, and
Reporting System (SABRS), and the reference.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Access SABRS Expenditure and Col |l ection (E&C) dat abase.

2. I nput source data.

3. Verify data input for errors.

4. Correct discrepancies.



5. Submt for audit.

REFERENCE( S) : ( NONE)

I NI TI AL TRAINI NG SETTING MJJT (Standard) Sustai nment (9) Req By (Pvt)

TASK: 3432.04.09 PREPARE FI NANCI AL RETURNS

CONDI TION(S): G ven financial returns and the reference.
STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS

1. Review and sort vouchers.

2. Conpare and bal ance appropriate totals and paynent anmounts.

3. Assenble all financial returns.

4., Submt to the auditor for review

5. Subnit to appropriate activity.
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6. Transmt all financial returns.

REFERENCE( S) :



1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustai nment (12) Req By (Pvt)

TASK: 3432.04.10 CALCULATE PAYMENT FOR PURCHASE OF EQUI PMENT,
MATERI ALS, SUPPLI ES, AND
SERVI CES OTHER THAN PERSONAL

CONDI TION(S): G ven a vendor's bill, calculator, valid contract,
recei ving endor senent,
i nvoi ce, and the reference.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Review appropriate docunents.

2. Calculate paynents.

3. Submt to the auditor for review

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TIAL TRAI NI NG SETTING MXT (Standard) Sustainment (9) Req By (Pvt)

TASK: 3432.04.11 PREPARE DI SBURSI NG VOUCHER LOGS

CONDI TION(S): G ven source documents, blank | og book, and the
reference.

STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Input Disbursing Oficer's voucher (DOV) nunbers into the |og
book.

2. Assign DOV nunmber to respective vouchers.



3. Input assigned vouchers data to correspondi ng nunber.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustai nnment (2) Req By (Pvt)

TASK: 3432.04.12 AUDIT COLLECTI ON VOUCHERS
Appendi x E to
ENCLOSURE ( 6)

6- E- 28

MCO 1510. 75B

05 APR 99

CONDI TION(S): G ven DD Forms 1131 [Cash Col |l ecti on Vouchers] and the
ref erences.

STANDARD( S): To neet standards of accuracy per the references prior to
submi ssi on for
certification.

PERFORMANCE STEPS:

1. Audit the DD Form 1131.

2. Ensure discrepancies are corrected.

3. Subnit the collection vouchers to the certifying officer for
certification.

REFERENCE( S) :

1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)
Aut onat ed Pay



Syst em Manua

2. DOD FMR, VOL. 5, Disbursing Policy and Procedures
3. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM

I NI TI AL TRAI NI NG SETTI NG Fornal School (Standard) Sustainment (4) Req
By (SSgt)

TASK: 3432.04.13 AUDIT DEPCSIT TI CKETS
CONDI TION(S): G ven a deposit ticket and the reference.

STANDARD( S): To neet standards of accuracy per the references prior to
subm ssi on for
deposi t.

PERFORMANCE STEPS:

1. Ensure negotiable instrunents are encl osed.

2. Audit endorsenent of checks.

3. Audit record of the checks.

4. Audit amount of the deposit.

5. Audit the deposit ticket and its preparation

6. Audit the distribution process.

7. Ensure discrepancies are corrected.

8. Subnit deposit ticket.
REFERENCE( S) :

1. DOD FMR, VOL. 5, Disbursing Policy and Procedures
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I NI TI AL TRAI NI NG SETTI NG Formal School (Standard) Sustainnent (12) Req
By (SSgt)

TASK: 3432.04.14 MAI NTAI N CUSTODY AND CONTROL OF CHECKS

CONDI TION(S): G ven source docunents, abstracts, prepared checks, and
t he references.

STANDARD( S): To neet standards of accuracy per the references prior to
submi ssion for
si gnature.

PERFORMANCE STEPS:

1. Audit checks agai nst source docunents.
2. Obtain signature.
3. Subnit for review
REFERENCE( S) :
1. DFAS-KC 7220.31-R, Marine Corps Total Force System ( MCTFS)

Aut onat ed Pay
System Manua

2. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTING MJJT (Standard) Sustai nment (2) Req By (SSgt)




TASK: 3432.04.15 AUDI T DAILY STATEMENT OF ACCOUNTABI LI TY

CONDI TION(S): Gven a daily statement of accountability, support
docunents, cal cul ator
and the reference.

STANDARD( S): To neet standards of accuracy per the reference prior to
subm ssion for
certification.

PERFORMANCE STEPS:

1. Ensure all supporting docunents are avail abl e/ encl osed.

2. Audit data on daily statenent of accountability.

3. Ensure discrepancies are corrected.

4. Submit daily statement of accountability to the certifying
of ficer for
certification.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainment (6) Req
By (SSgt)
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TASK: 3432.04.16 AUDIT FI NANCI AL RETURNS
CONDI TION(S): G ven the nonthly financial returns and the reference.

STANDARD( S): To neet standards of accuracy per the reference prior to
subm ssion for
certification.

PERFORMANCE STEPS:

1. Verify all financial returns.

2. Audit distribution process.

3. Ensure discrepancies are corrected.

4. Submt the financial returns to the certifying officer for
certification.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainment (6) Req
By (SSgt)

TASK: 3432.04.17 AUDI T PUBLI C VOUCHERS

CONDI TION(S): G ven a vendor's bill, valid contract, receiving
endor senent and i nvoi ce,
calculator, and the reference

STANDARD( S): To neet standards of accuracy per the reference prior to
submi ssi on for
certification and payment.

PERFORMANCE STEPS:

1. Review appropriate docunents.

2. Audit paynent conputations.



3. Audit paynent date.

4. Ensure discrepancies are corrected.

5. Subnit the public voucher to the certifying officer for
certification.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Formal School (Standard) Sustainment (6) Req
By (SSgt)

TASK: 3432.04.18 AUDI T STANDARD FORM ( SF) 1080

Appendi x E to

ENCLOSURE ( 6)

6- E-31

MCO 1510. 75B
05 APR 99

CONDI TION(S): G ven an SF 1080 [Voucher for Transfers Between
Appropriations and/ or
Funds] and the reference.

STANDARD( S): To neet standards of accuracy per the reference prior to
subm ssion for
certification.

PERFORMANCE STEPS:



1. Determ ne the proper appropriation data to be changed.

2. Deternmine the proper appropriation data to be credited.

3. Audit the SF 1080.

4. Ensure the discrepancies are corrected.

5. Subnit the SF 1080 to the certifying officer for certification.

6. Distribute the SF 1080.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Standard) Sustainment (3) Req
By (SSgt)

TASK: 3432.04.19 MAINTAIN ON-LI NE TREASURY REPORTS

CONDI TION(S): G ven source documents and the reference.
STANDARD( S): To neet standards of accuracy per the reference.
PERFORMANCE STEPS:

1. Enter all check nunbers and anmpunts into treasury system

2. Submit nonthly total check is issued.

3. Show adjustnments to current or prior nonth(s) issues.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTING MJJT (Standard) Sustai nment (6) Req By (SSgt)

TASK: 3432.04.20 MAI NTAI N SUSPENSE ACCOUNTS



CONDI TION(S): G ven a suspense account report (nonthly), source
docunents, and the
ref erence.

STANDARD( S): To neet standards of accuracy per the reference.
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PERFORMANCE STEPS

1. Review suspense account.

2. Conpare suspense account report to source docunents.

3. Reconcile itens on report for renoval.

4. Bal ance suspense account.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainment (3)
Req By (SSgt)

TASK: 3432.04.21 PROCESS UNAVAI LABLE/ RECERTI FI ED CHECKS

CONDI TION(S): G ven source docunents and the reference.



STANDARD( S): To neet standards of accuracy per the reference.
PERFORMANCE STEPS:

1. Research and verify pertinent data.

2. Submit SF Form 1184 [ Unavail abl e Check Cancel |l ation] to DFAS.

3. Review daily advice of status.

4. Prepare voucher to issue recertified check

5. Maintain a recertified check register

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG MJJT (Standard) Sustainment (9) Req By (Pvt)

TASK: 3432.04.22 AUDI T UNAVAI LABLE/ RECERTI FI ED CHECKS

CONDI TION(S): G ven source docunents and the reference.
STANDARD( S): To neet standards of accuracy per the reference.
PERFORMANCE STEPS:

1. Audit pertinent data.

2. Audit daily advice of status.
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3. Approve for paynent.

4. Submt to certifying officer for certification.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTI NG Fornmal School (Prelimnary) Sustainment (6)
Req By (SSgt)

TASK: 3432.04.23 PREPARE COMVENCEMENT OF DI SBURSI NG DUTY/ AGENT

CONDI TION(S): G ven source docunents, typewiter/personal conputer, and
t he reference.

STANDARD( S): To neet standards of accuracy per the reference.
PERFORMANCE STEPS:

1. Prepare source docunments.

2. Obtain signatures.

3. Distribute docunents.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TI AL TRAI NI NG SETTING MJJT (Standard) Sustai nment (12) Req By (Pvt)

TASK: 3432.04.24 PROCESS TRAVEL VOUCHERS

CONDI TION(S): Gven certified travel vouchers, block of Disbursing
O ficer's voucher
(DOV) nunbers, block of treasury checks, access to EFT system and the



ref erences.
STANDARD( S): To neet standards of accuracy per the references.
PERFORMANCE STEPS:

1. Date DOvs for paynent.

2. Input source data into check produci ng/ EFT system

3. Submt for audit/certification.

4. Distribute vouchers.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

2. MCO P4650. 37, Marine Corps Travel Instructions Manual (MCTIM
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I NI TIAL TRAI NI NG SETTING MXT (Standard) Sustainment (3) Req By (Pvt)

TASK: 3432.04.25 AUDIT DI SBURSI NG VOUCHER LOGS
CONDI TION(S): G ven a disbursing voucher [ og and the reference.

STANDARD( S): To neet standards of accuracy per the reference.

PERFORMANCE STEPS:

1. Ontain | ogbook from clerk.



2. Verify entries of voucher to assigned entries.

3. Monitor nunber assignnents.

REFERENCE( S) :
1. DOD FMR, VOL. 5, Disbursing Policy and Procedures

I NI TIAL TRAI NI NG SETTING MOIT (Standard) Sustai nment (2) Req By (SSgt)



